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$697 >*7 (209 tours) 

&m Causes of (Nervine jjtetod s 

a. Wter tours work on files* 

b* After tours training of a new secretary* 

e. Emergency re^aireaeats. 

3* Mtostoto Ibtoo go toAuee Or&rttoe Costs t 

a. The vtokloed tots been reattributed. After tours filing 
is ne longer retired. 

b. Overt toe work is new authorized only f«r top priorities, 
emergencies tor store inflexible deedlinee are involved* 

e. Estimated savings for If 195® * $079*00 (84 hours}* 
Estimate to savings for ft 1939 - $3^3 *00 (100 tours)* 

4. Other Ussswe* Which Hsy Be Taken To Bsfitoe OVtotliW Costs i 

«* H6n,e roco m a eo tlfl d ,. 
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agga&jg- 

mtim 



1. Orcrttm Coats FT 1957 1 

$891-28 (T% hoar*); an additional 80 tour* of orartfm w» liqui- 
dated la the font of coegv maa to r y leave . 

8. Cause* of Overt ins tfogtod t 

*. Uasopeetsd dsaanfts. 

fc. To amt deadline for publication of OTR Bulletin 

3* Wm a wP M t gstoa To asdaoe QrggtjLm goat*; 

a* Overt!** 1* now sMthorined only for emrgency r*<pir«n*at« 
of the Mxm ter ef Training and higw official*, this nmurar* should 
ytftm *mrt®*§ swat* Igr 50#* »stiaft*t swrlaga for IT 195® - #1^.00 
(37 hoars). Istinatsd saving* for It 1959 - $185*60 (37 tours). 

t. Other ll*a*Mre» That May Be feicea To Bairn* Overt!** Cost* : 

a. Mono reeooma&sd. 
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i. 9ss^s £jsmj s EMjm ^ 

Voucher** $3»OT7*5® ($02 tours) 

gsr-* is^* iMs.) 

An additlecel 332 tours of errartise ware worked sad liipldsted in the 

#s— M# niMttmndnti'wPu' Tai sir 

*<*■ lilWfv* 

8, Causes of ersrtlae Vgrjasdt 

Cl erica l mark for deadline duties usd mark on retireaeat xnecrds. 

k* Hark In training and Evaluation Branch to aid .in unwMurisiBg 
final evaluations fear the operations four se. 

25X1 A6A 

e. Bsmldimut work for thn operations School | 

d. tearing wad processing of test results sod special process in#; 
of ntasss Report research by Research Branch. 

«. Testing revolts sad scoring results by Seating Service Breach 
with assistance free Be search Breach if aecassaxy. 

f . fergsaoy covert assesamats by Aesessaect branch 

3* iHBffiS &Jfcte IS. d^dtoe Onartins Costs * 

«• tork in suanarlslng final evaluations fer the Operations Comm 
U mm pe r form* during regular hem. 

b. Sc caring and processing of test results sad special processing 
of fitness deports research by the Research lrsnsh Is maw perform* during 
regular tours. 

e. Bstiaatti savings for IT 1958 - $l,8b6.55 (583 hours), istiaated 
sarings for FT im - * 1 , 9*?. 36 (608 tours). 

*• ^ggJSaffigL &j» itet * * ttoen To Rc&jcc Overtime Costs; 

a. lhp'iwad liaison with recruiters sad JOT staff could reduce 
easrgsaoies crested by triaging in reeruits over the week-end for tasting 
aad Storing. Bush testing and scaring can easily be scheduled dur ing the 
regular work tours. 
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b» Work, of tiH 

4* * mm of avert!** 

wte pritoli during tt» 4ay 
■*«&* be halpful la reducing 


Breach in providing covert aeeefisfguente 
« Individuals to be ae—eeed cannot be 
XtVreved liaison vith the operating office# 
of the overtime rnqpilrmai rila 
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A0«JL 


. yals of Overt .lag us** 


& Cott a 
MWJ> 


l. Overt lare Costs Ft tSjT t 

$ 3 , 353.79 tours) the toMttem follows j 

5 .. P»rfiosr;gi. Section ; 

s. Ova riles Coats Ft 1^5? ? 

$405.00 (135 hours) 

4* Ceuase gf Over ties gMgl t 

(i) Ssskio of posting and fili«£. 

(g) jftrepMotdoe of Csrs«r ^rvj.» Board A^safls, 

(3) Clerical support to Ss fcurdey sorolag ateff Duty Officer 
»«} Biiwetor of fra lain# , 

c , Mea sures faker to Bcdoce Qyertias Coats : 

(l) B»«kio;- of *er* 1» no* under control, 

(?) pr»|»*jratAonL of Career ..service Bdtfd Agenda is now ^erfonced 
luring regular duty hours . 

{ 3 ) S#tiss't#S savings for ft l$&' - {95 hours) . ®*t lasted 

savings for Ft 19ff - $t^5»©0 (95 hours). 

3 . Budget and fiscal flection ? 

a. Overt AMf fO&te J^LiML * 

#54.1. ?9 hours) 

b. Csuees Of OvPttrtJLas Korhsd i 

(l) fWtpttreilon> of Bequest for FI 1$D7 Operating Bud '«t end 
FI 195S Preliiwiiaury fsticates. 

(t) pis^sratioo of Bequest- for Off is® Set wastes PI wy>h.. 

«. Measure* trtya fo reduce fr . s.rtn»s Cost a ; 

(l) Tt» Controller is g&swiitmt to femtt *a wMitterai -**** for 
tns jweperstiao of the ftffiw tstlasts* Ft l : >6o, this will pro 6 *•»*• for 
eseb of tfae budget exercise*. 

- 5 - 
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c. aenaurfc’s Seken To iw-ues ^*rtifa_C gstfc: 

(X) Ho fut=. >.y fttaffe*. 

(o) BateklOsA of ^ **»«» redMcec. 

(s) Satis*!*! aevtBg® foe ft U*>' } ~ iiW:trs ^' 

»tU> f*r r* iS5 i - *3»-0C <«* *«»>• 

it . Bote s 

The Registrar Section * breach io mrctt L$$s. 
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Iliw/I 


m 


'‘Tililil IiTiS W1I1T1' 


. Clerical %o m •^j**-***. *ZT\- % 

to te* <*« W««tar of fWlalne (51 tonr»> 

to onrum *•«*»« *« asiaojo ■? ta ° a * , iJ° 

«_ m-ril^l— of wn* by IwlllMs sot by tto» om» (l, ® br*. youobur 




mm&Xir mrnm to i&m 


oynttm is lSmM[. «» I»li=y of the mto is ; ^»*“**«**J; £ ^,' 
fw owrtias «ak w ^^.S 5 ““ , Sl : i, 1 ^r^Hot 1 ct l *»^«» 4 t«^Su ril* 

off tTSTof1«s»i*. »*• «mo off oo.ua is li#tf4*tto bstwon twlal.it, 





^ ■ \-e %? 1 i ifi. i 
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1* Overt lee Costa FI 1957 * 

% 5,3bS.%$ (1,659 bours). An additional hoars of owrtiES wors 
liquids. ted in the fora of eaaponaatory leave. 

?. gwe«i of grertiaa Worked t 

a. Audio aid support of Uwguage labs - 25;) hours over tic* per week 
through Harch 1957 sad 11 hours the raafter (1,152 hours). 

b. Audio aids support of film product ioa at night, running filas at 

ie serve nestings and after hour she « lag of flies for GSR schools. (322 lours) 

e. fiscal aids - preparation of t raising aids sad e dibits to aeet 
diadlines (35- hours). 

d. 8e production of trainlog gateriai# on sisseograpi, (39 howrm). 

3. Measures Takes to deduce Overt ire Costs ? 

a. Audi* aid support of' the- language lab ha# been reduced tern 25 § 
hours per week to 11 hoars per week. Bet lasted saving# for FI 1956 - #2»3$®*5C 
(725 hours) . Estimated savings for FI 1959 - #2* 392. SC (?i*5 hours). 

b. The reproduction unit bee been transferred to Supply and Services 
Section. Estimated savings tor ft 1958 - $m-.70 (39 hours), letiaatad savings 
for FI 1959 - #128.70 (39 hours). 

e. The Visual Aid# unit ha# baen transferred to tee Intelligence 
School. Bst lasted savings for ft 1958 - #115.50 (35 hours). Est lasted savings 
for FI 1959 - #U5-50 (35 hours). 

k, Other Measures That .Jta Be Taken To deduce Overtlne. Costs ; 

a. By eloaing one of the language leb# an estimated $1,815.00 
(550 hours) could be saved in this o ranch . 
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Analysis of 
iiiggarfc 



ranch 


1* Overture Costa FT 1957 1 

$108.81 (53 hours), In addition 3 B 3 hours of overt i&e were liquidated 
In the forts of oocpecsator? leave. 

Z. Pauses of Overtime Wotte d t 

a. Clorlaal work to coat flli„ deadlines including script work on 
set (53 beers). 

0, Professional work Involved in nesting film production deadlines 
(363 boars ec® pease to ry tine). 

3 • ISaaauraa .fakes to Reduce Overt use Costs t 

a. the nee of a eessaerelAl sound studio which required if hours of 
clerical end 01 hours ©f professional evert ins is net expected to recur, 
tatiuated savings for Ft l$5f> - $ 65 . >5 (if hours), Istimated savings for 
ft 1959 - $65.55 (if hour*} . 

b, f rofesa looai employees are required to liquidate overt is* bsiancca 
in the form of mmgmnm%&r$ leave. 

A. Other Measures that Msy Be fakes to Seduce Overt las Costs t 

a. gone reoesaerided . 


(effective 1 July 1957 the Film Froduetioa Bxeech was consolidated with 
the Instructional Services Branch.) 
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Analysis of Ovcrt-Lae Osage fe Coata 
“ Intelilgimeelehool 

mi 

1» Overtime Costs If 1 99? t 

The Intelligence School spout $1,192.9* for 3*1 hours ©f paid 
overtime i on additional *30 hours of overtime .ere liquidated in the torn 
of compensatory time. 

8 t Coosos of Overt iso doriteed t 

a. To sasenbl© the Intelligence Products g: hibits (*C hours per year). 

b . To bake car© of reference wo-tlc sod the publication schedule of 
the Instructor*# 3ui.de (PO hours). 

e. To eeeoKpl-tsk the normal work during the absence of employees 
on sick, emergency sad annual leave. 

d. To revise class aster iais . 

e. To Hist esergecc iss such as late registrations and peak loses. 

3* $»**urea Takes To Seduce frrertljaa Costs t 

a. Tbs Intelligence Products gxhlfrit is now set up during regular 
working hours, saving *0 hours of ovsrtim per year. 

h. The reference wk and publication schedule of the Instructor's 
Quid# has been completed (savings to hoars}. 

e. Overtime caused by prolonged employee sickness Is not expected 
to recur. 

d. feployses in grade (JS-li and efeove ere ©neoujuged to Hesitate 
overtime balances in the fora of compensatory leave. 

e. Estimated savings for JT 199-5 - $2^0.00 {3C ©ours). leticSoed 
savings for FI 1959 - #30.00 (60 hours). 

*, other Measures which Wtr Be Taken To Seduce Overtime Costs ; 

a. As part of the work schedule provide scheduled periods for the 
liquidation of overtime balances. 
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l* Qme%lm fayto for Tt 1951 1 

nm School ©f Jntormtional Cosaunis® #ork«d 22 bour* of paid 
mrtlM at « coat of $70.53- Of this aaosstt $16.85 *»• charged 
aootbar tlMst. An additional 11 hoar* of ©wrtlsao ooro liquids tod 
ta the for# of eea po aB otory leave. 

2, Ctaaet Of Ooartlaoi 

a. !Jn*ch*duled training of foneigs national#. 

3. Haaaaraa Taton to Reduce Ogrtlao toquireaenta ; 

a. soaa. 8e eaanot rofuao to train foreign oetiooala at night 
or onr tha eeek-aud. 

k . other Kwwiraa Which May Bo Tahaa fa Htdaeo Qrortlaa goaf i 

a, umpire that- overtlae far employe*# in srodo 08-11 and show 
ha liquid# tad in tho for® of eeapanattory leave. 
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Put the tm t eefonlelga a at the 1 iHilldteg lab m a staggered 
Antgr hour ms % ■fanfci ls. S3 am the lab la acsaataatly opao twm 0700 to 
SOSO the hem of msfe cento setodaM* to pronto fun muigt and 
allari Lm to o w ai't ha. Satimted eariags $5,075.00 (l,tSo hours). 

a* K an in tha attrition rata of slnna started with 5 atudeata. 
At jmaat than an aft sted n ia ma al laatructor a la the adfter-houri 
twiatag me. She ratio u 1 instructor to 7 gtotwto. it ia possible 
that mm of cowmen could affect onrUae aaalaga. Uta 

cost at imtraeWto east student per jmr is apjoroudjoately IftaS.oo (thha 
la Inst r uc t or costs only). 


. «k m 
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®f work em mb 



in 8m$j*>rfc of 


pextoxma. in 

mxm of mvk mm 

m&k of tko 


mm£m fr.*m 
iMftKBNidU 


work. 






work of 


f* AH 
bim off fa Uflaa of" 

3* Smsbw are 
oufe tibe akovo poliey 


wo*k will sot; aaraslly ba 
©a wwaa or muk le&m* 


ts- ©*w4© 9HHL anft above mu, be 
far overfcisae vena* 



Htti 



fifitloae m&ife nm. 2^ 

, * * V 


a- 

continuous or lacreaolag 


S"f?? w tfee3i v° lir ^gws® am tmt 

in scope. 


are i 
are 
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b. Initiate reeruitisent action® in advance af vacancies for crlticfex 
positions and positions with a high turnover rats. Provide yourselx with a 
reserve of prospective osployeea vbo or", corse aboard when notAad. 


c. Critically revie v xufig&este for overt into work* 

d. Schedule sock within your authorised ceiling so that the essential, 
sork af es^loyees absent on mmmZ. and sick leave can be absorbed sdtlw«t m- 
course to overt is© . 


Itrain your ea^Loyses in e® that eseaatial work of abaci t 

ay ifiyaa earn. be absorbed without reesrroe to * verting. 

f . ?i»a upor work schedules 5 a advance and by phases if necessary. 
Overtiiws should not be required for eark vitfc deedliae* of 5 veaaa to 3 a*®* 1 ** 

... tdiare overtime is tdetol'd a® f*rt of a course or filaa prod..;ctao;i 
schedule « period for the liquidation of ec^rissttory tiiaa at the of tSMa 
coarse or production, mis permits th- U^Uet&on of casapensatory tie uauiasen 
before th® start of new work. 

h, Review th e, ccBg aausrt ory tias balances of your eoplGyees periodically 
sad awpex*vi«e the liquidation of such haUnoa* ss that cash g&^sunts will ao* 

be necessary . 

i. Acquaint yourself with tfe« capabilities of OKI eoar/lce unit©. 

^void giving work Kith impossible deadlines to the service units. 


Matthew Baird 
Mrcctor of training 


* 
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